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ATTACHMENT (1)
50 SPECIFIC TASKS

5.1.  MAIL MANAGEMENT

5.1.1. General. The PA shall manage and provide collection and delivery services
of uncontrolled and controlled mail and parcels for NRL. Average monthly volume
is indicated in Enclosure (8). The PA shall develop a plan for reporting volume as

described in 5.5.1.1.

5.1.2. Equipment Operation and Maintenance. The PA shall operate and maintain
the mailroom equipment .

5.1.2.1.  Vehicle Operation and Maintenance. The PA shall comply with the Navy
Driver's Handbook (NAVFAC MO-403) and NRLINST 11200.1 (as revised). The
PA shall notify the NRL Research & Development Services Division (R&DSD),
Transportation and Grounds Service (T&GS) (Bldg 36), when vehicle maintenance
outside of regularly scheduled maintenance is required or when a breakdown of
vehicle occurs, in accordance with NRLINST 11200.1 (as revised). The PA shall
deliver the vehicle to the T&GS if possible; or await instructions and/or arrival of
repair truck from the T&GS. The government will provide all gas, lubricants, and
other equipment fluids. The T&GS will notify the PA when regularly scheduled
maintenance is due to be performed. The PA shall deliver the vehicle to the T&GS
(Bldg 36) for regularly scheduled maintenance. The PA shall ensure that mail
delivery vehicles are kept clean and free of debris. The PA shall lock the vehicles
when not in use and must place keys in a locked area in the PA's assigned space.

5.2. MAIL PROCESSING

5.2.1. Incoming Mail. Mail is delivered by the United States Postal Service (USPS)
twice a day and the Fleet Industrial and Supply Center, Norfolk Detachment,
Washington, DC, Postal Operations Division (POSTOPNSDIV) once a day, as
shown in Enclosure (5). The PA shall transport mail containers and packages
(weighing up to 70 pounds) between the mailroom and the NRL mailroom loading
dock. The PA shall sort and file mail in appropriate bins. The PA shall deliver
incoming mail to addressees no later than the scheduled delivery the next work
day. Empty USPS containers will be picked up by USPS at the mailroom loading
dock.

5.2.1.1.  Processing Incoming Mail. Upon receipt of incoming mail, the PA shall
separate and prepare for dispatch controlled and uncontrolled mail. The PA shall
ensure proper identification and accounting of controlled mail. The PA shall inspect
suspicious incoming mail (as described in DOD 4525.8-M (as revised)) for possible
letter bombs and report any suspicions thereof to the NRL Security Office
immediately.

9.2.1.2.  USPS Express Mail. USPS express mail may be delivered by USPS any
time during working hours. The PA shall ensure that an employeeauthorized to
sign for USPS controlled mail is available in the mailroom throughout the PA’s
normal working hours for receipt of USPS express mail. The PA shall attempt
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Enclosure (2)

Mandatory (M)

Directive Title or Advisory (A)
NRLINST Research Documentation Requirements M
5870.2

NRLINST Smoking at NRL M
6200.1

NRLINST Payroll Manual M
7400.2

NRLINST Administration, Operation, and Utilization of M
11200.1 Transportation Equipment

NRLINST Check-In, Check-Out and Intra-Laboratory M
12290.1 Reassignment Procedures

NRLINST NRL Locator Service and Emergency Notification M
12290.2

OPNAVINST Department of the Navy (DON) Postal Instruction A
5112.6

OPNAVINST Navy Official Mail Management M
5218.7

OPNAVNOTE Standard Navy Distribution List — Part | and Ii M
5400 (12/15/99)

SECNAVINST Department of the Navy Records Management M
5210.8 Program

SECNAVINST Department of the Navy File Maintenance Procedures M
5210.11 and Standard Subject Identification Codes (SSIC)
SECNAVINST Navy and Marine Corps Records Disposition Manual M
5212.5

SECNAVINST  Department of the Navy (DON) Forms Management M
5213.10 Program

SECNAVINST Department of the Navy (DON) Information M
5214.2 Requirements (Reports) Management Program
SECNAVINST DON Correspondence Manual M
5216.5

SECNAVINST  Department of the Navy (DON) Personnel M
5510.30 Security Program
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